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Maternity Leave Application Form
This form should be completed when applying for maternity leave.

Personal & Work Details: (To be completed by employee)
Forename: _________________________	
Surname: _________________________	
PPS number: _________________________		
Dept./Office: _________________________	
Business unit: _________________________		
Grade: _________________________	
Home address: ____________________________________________________
_________________________________________________________________ 
Departmental email address: _________________________	

Maternity Leave Details: (To be completed by employee)
Expected Maternity Leave start date: _________________________
Medical Cert attached: (Yes or No) _________________________
Confirm your PRSI class: _________________________	

I understand that I am required to apply to the Department of Social Protection for Maternity Benefit, if eligible. (Yes or No) _________________________
 
Contact Details: (To be completed by employee)
If you have access to the Government network, please review your contact details on HR self-service to ensure the NSSO have the correct contact details for you. If you have no access, please complete the following in capital letters and we will verify the contact details on your behalf.

Home Email Details: _________________________
Postal Address Details: ________________________________________________
___________________________________________________________________
Application Details: (To be completed by employee)
Employee’s signature: _________________________			
Date: _________________________	

Approval Details: (To be completed by manager)
Manager’s signature: _________________________
Manager’s email: _________________________				
Date: _________________________	

                                      
Data Protection
The data requested in this form will be used to process your Maternity Leave application and will be retained as part of your personnel record for the appropriate period of time. The NSSO will treat all information and personal data you give as confidential. We will only disclose it to other people or bodies (e.g. your HR Division, Department of Social Protection) according to the law.
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